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INFORMATION 
 
OVERVIEW: Information will have all the functions of an Employee (see Employee Help 
Files). 
 
Information will allow the User to view all Department Employees’ information and 
generate reports.  They have one additional task on their Home Page, the Information 
drop down list. 
 
I. Tasks: By placing the mouse on the Information link two tasks will appear on a 

drop down list, Employee and Reports. 
 

 
 

A. EMPLOYEE:  By clicking the Employee link the following page will appear. 
 

 
 

1. To locate an Employee, click the A-Z listing based on the last name.  To 
search for a specific Employee, type their last name in the search by 
name box and click the search link.  The screen will look similar to this: 
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2. Home Page: By clicking the Employee’s name, the User will be able to 
view the Employee’s Home Page and Required Programs.  The screen 
will look similar to this: 

 

 
 
3. Employee Training Record: By clicking the View link in the Training 

Record column, the User will be able to view the Employee’s Training 
Records.  The screen will look similar to this: 
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a. Program Title: If a Training Request was completed on ETMS, the 

Program Title will link to the details of the Employee’s Training 
Request.  This page can be printed and included with the Travel 
Expense Claim for reimbursement.  The screen will look similar to 
this: 

 

 
 
4. P.O.S.T. Compliance: To access the P.O.S.T. Compliance Report, click 

the Employee link within the drop down list, a page will appear that will 
look similar to this:  

 

 
 

By clicking the P.O.S.T. link, a Compliance Report will appear for all 
State Park Peace Officers and the status of their P.O.S.T. training.  The 
screen will look similar to this: 
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a. To see the specific details of an Employee’s Compliance Report, 
click on the Employee’s name and you will be linked to their 
P.O.S.T. Management screen.  The screen will look similar to this: 
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B. REPORTS: This will allow the User to run certain standard reports for all 
Department Employees.  By clicking the Reports link within the Information 
drop down list, a screen will appear with several standard reports.  The 
screen will look similar to this: 

 

 


